b  Words 
You  Need 
to  Know 


When  you  look  for  a  job  you  may  see  some 
words  often.  Knowing  them  and  how  they  are 
used  can  help  you. 


Apply  —  to  ask;  such  as  to  apply  for  work. 

Applicant  —  a  person  who  asks  for  work;  such 
as  a  job  applicant. 

Application  —  to  ask  in  writing;  such  as  to 
make  application  for  a  job. 

Complete  —  to  finish  or  to  fill  in;  such  as  to 
complete  a  job  application. 

Completed  —  finished,  done;  such  as  the 
number  of  school  years  completed. 

Compensation  —  1.  Wages  or  money  paid; 
such  as  weekly  compensation.  2.  Pay  that 
makes  up  for  a  loss;  such  as  unemployment 

compensation. 

Contact  —  to  reach  or  to  call;  such  as  to  con¬ 
tact  an  employer  for  a  job. 

Data  —  information  or  facts;  such  as  data  you 
are  asked  to  give  on  a  job  application  form. 

Disability  —  a  disadvantage  or  something  that 
may  limit  the  kind  of  work  a  person  does. 

Deduction  —  something  taken  away;  such  as 
a  payroll  deduction  for  health  insurance,  so¬ 
cial  security,  income  taxes,  or  union  dues. 

Emergency  —  a  crisis  or  sudden  need  for  ac¬ 
tion.  There  is  an  emergency  when  someone  is 

badly  hurt. 

Employ  —  to  hire;  such  as  to  employ  for  work. 
Employee  —  a  person  who  works  for  pay. 

Employer — a  person  or  company  that  pays 

an  employee  to  work. 


Employment  —  work,  a  job  (also  see:  occupa¬ 
tion). 


Unemployment  —  without  work,  not  having  a 

job. 
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Equipment — machines,  tools,  furnishings, 
gear,  “rigging”;  such  as  equipment  that  is 
used  in  snow  removal. 

Experience  —  skill  or  knowledge  gained  by 
doing;  such  as  getting  experience  on  a  job. 

Graduate  —  1.  To  get  a  diploma  or  degree; 
such  as  to  graduate  from  high  school  or  grade 
school.  2.  A  person  who  gets  a  diploma  or  de¬ 
gree. 

Handicap —  (see:  disability) 

Hobby  —  a  special  interest  other  than  work; 
such  as  knitting  or  bowling  may  be  a  hobby. 

Interview  —  a  meeting  to  give  and  to  get  in¬ 
formation;  such  as  a  job  interview  between  an 
employer  and  a  person  who  applies  for  a  job. 

Languages  spoken  —  ability  to  talk  and  to 
use  well  the  words  of  people  of  various  na¬ 
tions;  such  as  a  person  whose  languages, 
spoken  are  English,  Spanish,  and  Vietnamese. 

Machines — office  machines  may  be  items 
such  as  calculators,  computers,  typewriters. 
Factory  machines  may  be  items  such  as  punch 
presses,  binders,  forklifts  (also  see:  equip¬ 
ment). 

Occupation  —  a  trade,  job,  vocation,  work; 
such  as  hairdresser,  sales  clerk,  or  bus  driver. 

Personnel  office — place  that  hires  people 
to  work  for  an  employer;  such  as  the  person¬ 
nel  office  of  a  company  where  you  apply  for 
a  job. 

Placement — putting  a  person  in  a  certain 
spot  or  job;  such  as  the  placement  by  an  em¬ 
ployment  agency. 

Preference — liking  for  one  thing  more  than 
another;  such  as  having  a  preference  for 
housework  rather  than  factory  work. 

Previous  —  earlier  or  former.  Previous  em¬ 
ployment  is  work  or  jobs  that  a  person  used 
to  have. 


Relative — kin  or  a  person  connected  with 
another  by  blood  or  marriage.  A  close  relative 
may  be  a  person’s  mother,  brother,  wife,  or 
husband. 

Qualify  —  to  make  fit  for  a  special  task  or  job; 
such  as  to  qualify  for  some  jobs. 

Qualification  —  fitness  for  a  certain  task  or 
job.  The  ability  to  drive  a  car  is  one  qualifica¬ 
tion  for  work  as  a  taxi  driver. 

Reference —  1.  Someone  who  can  tell  about 
you  as  a  worker  and  as  a  person.  A  former  boss 
may  serve  as  a  reference  for  you.  2.  A  report 
or  information  given  about  you.  A  former  boss 
gave  a  reference  about  you.  3.  A  person  who 
told  you  about  a  job. 

Resume  —  a  story  or  summary  of  your  work 
history  and  qualifications  (fitness)  for  a  job. 
A  resume  helps  an  employer  learn  about  a  per¬ 
son  who  is  looking  for  a  job. 

Requirement — a  need  or  demand  that  must 

be  met  (also  see:  qualification). 

Salary  —  wages,  pay. 

Skill  —  ability,  know-how;  such  as  having  the 

skill  to  type. 

Supervisor —  boss,  person  in  charge. 
Vocation  —  (see:  occupation) 
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